Login Screen 




Figure 1: Login Screen 



Trtle: 


The title displays the Vendor's name, followed by the standard text "Work Order 
Management System". The Vendor's name is set within the Vendor's site, in the 
Corporate Information screen. 


Usemame: 


The usemame is the logm r^inafi (the customer's en^il address) assigned to the 
Vendor's customer. A customer must have a valid usemame name and 
password to log into the Work Order Management System. 


Password: 


This is where the password for ihe customer account Is entered. 


Enter Button: 


The Enter Button is dicktid usiog the mouse to submit the entered. Usemame 
and Password combinatiyi to f« sysiefn for recognition and authent»catk)n for 
access. If the usemame and pcisst*ord aifTentecates. the customer vM be 
togged into the Vendor's ^(Xk Oroer Managemert System. If the password and 
usemame do not agree, w the ttsemame is no< reco^ized. the user wHI be 
returned to the Login Screen wrih di fields cleared 




Title: 


The title displays the Vendor's nanne, followed by the standard text 'Work Order 
Management System", The Vendor's name is set within the Vendor's site, in the 
Corporate Information saeen. 


Session Name: 


The Session Name displays the usemame of ^e logged in user. This is 
displayed on all screens. 


Create New Work 
Order Selection: 


This link takes the us;er to the form for submitting a new work order. 


Access Work Order 
Selection: 


This link takes the u$ef to lt>e Mst of previously submitted work orders. This is 
used to check the sttitus of already submit work orders. 


Logoff Selection 


This link will log the user off the system arxJ teim them back to the togin screen. 


Change Profile 

Information 

Selection: 


This link will take the user to a lomn that will allow t>em to change the 
infofmatk)n alxHit theinriselves 
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Change Profile InformaHon: ^ 

Systam Aiforniaffon on Ma//> Menu Screenj- Mo actfon taken at user request 
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Change PmfHe InformaUon: 
ChwQe Profile Scrwn 




E-Maa Address: 


This is the usef s default e^Bail address. 


RrstName: 


Self-explanatory. 


Last Name: 


Self-^xj^anatofy. - ^ 


Phone Number 


This is the user's phone number, in case they need to be contacted. 


Fax Nurrd>er: 


This is the user's fax nun^ber. 


New Password: 


If the user is changing their password, the new password is entered here. 


New Password 
Confimi: 


If the user is changing their password, the new password is re-entered here to 
confwm the spelling. 


Update Button: 


Clicking the Update button will send the information to the system and update 
the user's record. 


Cancel Button: 


Clicking the Cancel BUtai wK csncej the request, and return the user to the 

Main Menu Screen w^hout ^xlaitr^g the user nformatbn. 
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Create New Work Order: 




Equipment 


TTiis pi^ (!k>wn Kst displays all the equipmem 

avaaabte for twtving a work order created or st^^ Other equ^xnent may 
be present, but if the Vendor has not ktentified ft as a vwxk oft^ 
ordermaynotbeaieatedorsubmrttedforlheequpTOnt. If the customer needs 
to have other equipment added to the list, they will need to contact the Vendor.l 


Request 


This is a text description of the work order request, ft usually descrt}es any 
problenf^s or infonnijtion that will assist in corriileting the work order. 


P.O. Number: 


This Is the purchase order number from the customer. No work order 
submission can occsjr without a purchase order. The Customer should put their 
initisds in this box if it Is a vertjal Purchase Order, 


Requested 


If there is a requested completion date for tiie work order, it is entered here. 


W.O.Type: 


this drop down list is used to indicate the type of work order being suttfnttted. 
1 ne opnons are r^equesr Stfio Kepair . 

The second field drop down list is used to indicate ttie nattire of the work order. 
The options are *Normar and ^Emergency". 


Your Name: 


This is the r^ame of the person submitting the woric order request. 


Your Phone 
Number: 


This is the phone number of the person submitting the request. This is included 
in case additional information may be necessary. 


E-Mail Status to: 


This is the e-mail address of the person who should receive any change of 
status notifications. This is usually (but not always) the person who is submitting 
the work order. 


Submit: 


Clicking on the Submit button once ttie form is completed vwli complete the work 
order subrtMssion. 


Return: 




Clicking on the Rettjm button will return the user to me Main Menu without 
submitting the work onjer request. 



Create New Work Order 




R-WOMS Work Order Maaagemcni System 
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Access Work Orders: 

Access Woik Order Screen - Open Work Orders Only 




UstSort 
Infoonation 
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U$t Sort 

loformation: 


Ihis is an information l|r)e. As Micated, the tat>feofvvork orders may be sorted 
in a number of ways. Any underlined column heading n^ay be used to sort the 
table, tf the table is sorted In ascending order, and the column heading Is 
clicked agah. the tabb will be resorted fai descending order. Thetabtecanbe 
sorted by work order number, status, and date due. 


Open/Closed Work 
Order View 
Selector: 


This selection Wilt Include onfy open work orders (as shown here), or nr^ be 
dtoked to show both cpen and ctosed work order (see next screen for an 
example of this.) This option could t>e hWden from the Customer if *Altow 
Access to History" is not checked in the customer account profile screen in tt>e 
Vendor side. 


W0# 


This is the work order number assigned to the work order request displayed. 


"Oescriptjon: 


This is the descriptors of the work order request that was entered when the work 
order was submitted. 


Status: 


This displays t\e status of the work order. On I3m screen, all open work orders 
are shown (see Note above). 


Date Due: 


This Is the date when the work order is due for completion. 


Notes: 


This column indk:ates if the work order is paid. 

NOTE: If the user has permissbn to see past due notices, they wtti appear here. 
(See Note above) 


WO Navigation: 


The WO NavigaUon indicates how many pages of work orders are available for 
display, which vw>ric orders you are viewing, and allows the user to change which 

*A tMAkii^ TKo 1 tear mskM c^pri A fifMf* fof \^ewinQ bv number, or oo 
paoe IS to De vieweo. i ne us©r uiay 5wjit3w. o iw» vk^wh ly * , ^ ^ 

to either the beginning or the end of the list. 


Information and 
Navigation Bar: 


' The left side of the lntbrmatk)n and Navigatk)n Bar indicates how niany 
are in the list of work orders, and how many are being cun-ently viewed on- 
SCToen. The right side of the bar contains tie link that wai take tt^e user back to 

the Main Menu Screen. 



Access Work Orders: 
Access Woik Otder Screen - Open and Qfosed Work Orders 
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Access Work Orders: 




Assigned To: 


This indicates who has been assigned responsibility for this work order. This 
data is entered by the Vendor when ttie worl^ order is received. 


Status Detail: 


Any notes or other information added by the Vendor is displayed here. 


Navigation Bar: 


The options offered in the Navigation Bar are to Return to the previous screen, 
Print the screen, or to Cancel the Work Order and return to the previous saee'n. 


Cancel 


The Cancel Ixjtton retjns the Cistomer to the Main Work Order Screen with 
not further activity on saeen. The Cancel button may not be visible cf the 
"Allow User to Cancel Worl^ Ortfer pennissk>n is not set on the Vendor side. 
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TOe: 


The titie displays the Vendor's name. ft>lIowed by the standard text "Vy/ork Order 
Management Systenrf . The Vendor's name is set within the Vendor's site, in the 
Corporate Information saeen. 


Usemame: 


The usemame is the login name assigned to the Vendor. A Vendor must have 
a valid usemame to log into the Work Order Management System. 


Password: 


This is where the password for the Vendor account is entered. A Vendor must 
have a valid password to log into the Work Order Management System. 


Enter Button: 


The Enter Button is dibked using the mouse to submit the entered Usemame 
and Password comtjfnation to the system for recognttkxi aid authentrcation for 
access !f the usemjvne and password aithenUcales. the customer will be 
logged into the Vendor's W(Xk Order Mar^agement System. If the password and 
usemame do not agree, or the usemame is recognized, the user w«i l>e 
returned to tie log^ Screen with afi fieids cteared 




Tilte: 


The title displays the Ven^ior's name, followed by the standard text "Work Order 
Management System". The Vendor's name is set within the Vendor's site, in the 
Woric vM} Corporate Information saeen. 


SessKHi Nanrve: 


The Sessk)n Name displays the usemame of the logged In user. This is 
displayed on all saeens. 


Create New Work 
Order 


This link adows the Vendor to create a work order on behalf of a customer. 


Workwi&i 
Customer Logons 


This link aifows the V^dor to create customer accounts. 


Work with 
Equipment/ 


This link allows the V^Kior to identify what equipment is available, and what 
equipment the customer be able to select from the drop-down menus. It 


"Equipment PMs 


also allows the Vendoi! to schedule preventive maintenance m a regular 
schedule, even if the equipment cannot be selected by the customers. 


Work with 
Employee Table 


This link allows the Vendor to kientify Vendor employees. 


Access Work 
Orders 


This link allows the Vendor to see all submitted work orders, and to modify and 
update them. 


Work with 
Employee Logons 


This link allows the Vendor to create and OKKlify Vendor Employee accounts. 


Customer 
Payments 


This link displays a history of Custon>er paynients. 


Work with 
Corporate 
biformation 


This link allows the V^ida to n>odify information about t^ Thisis 
infbnnatton that is displayec on the Verxtor site as wefl as when the customers 
k>Q on to the Custonter ste. 


Run Reports 


This Ikikaltows the Vendor ID nri repots from a report fnenti 


toofctvotoe History 


This fink displays the woheUlT, i»c. invoice history for the Vendor. 


LogOtfSelectkx> 


This link will hg the u^r off the system and take ttiem back to t>e k)gin screen. 
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Wori( With Corporate Information: 
Cofporate Infomatlon Serden 
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Title: 


The title displays the Vendor's name, followed by the standard text *Work Order 
Management System*'. The Vendor's name is set withffi the Vendor's site, on 
this screen. 


Session Name: 


The Session Name displays the usemame of the logged in user. This is 
displayed on all screens. 


Save 


The Save button submits tfie modified Corporate Information to the System. 


Cancel 


The Cancel button returns the Vendor to the Main Menu with no further activity 
on this saeen. 


Company Name 


This is the Company Name that appears at the lop of each screen in the Trtle. It 
is entered by the Vendor. 


Main Phone 
Number 


This is the main telephone number of the Vendor. 


Fax Number 


This is the main fax numt)er of the Vendor. 


Contact 


This is the primary contact at the Vendor, 


Home Page 


If the Vendor has a home page on the web. the URL is entered here. 


Email Invoice To 


Ennail address of the person who wnl receive the e-mail invoices firom wombat. 
Inc. 


Customer De^ 
Teems 


tf the Vendor has jjefaglft tenro for Customer payments, those temw are entered 
here. 


Alow Customers to 
Auto Register 


NOT IMPt£MENTED AT THIS TIME, THS ENTRY MAY NOT APPEAR ON 
THE SCREEN. 
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Work With Employee Table: 
Bmphyee Screen 




Tttie: 


The title displays the Vendor's name, followed by the standard text "Work Older 
Management System". The Vendor's name is set within the Vendor's site, in the 
Work with Corporate Information screen. 


Session Name: 


The Session Name dis|)lays the usemame of the logged in user. This is 
displayed on att screens. 


Add New Team 
Member 


This link take the Vendor to the Add New Team Member Screen, where new 
employees can t>e added to the database. 


Return to Main 
Menu 


This selection will take the Vendor back to the Main Menu, with no further action 
on this screen. 


Employee # 


En^Jtoyee number assigned when the Vendor the employee into the 
system- Qk^ing on ^\ Employee numfcer will take the Vendor to the Modify 
Brployee Screen. 


Full Name 


EnDf^ee's lull name- 
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Title: 


The title displays ttie VerKJor's name, followed by the standard text *^A/ork Order 
Management System"] The Vendor's name is set within the Vendor's site, in the 
Work with Corporate Iriformation screen. 


Session Name: 


The Session Name ciis|)lays the useman^ of the logged in user. This is 
displayed on all screens. 


Save 


The Save button submits ttie new employee information to be entered into the 
database. 


Canc^ 


The Cancel button returns the Vendor to the En^loyee Saeen without 
submitting the infonnatSon to the database, and with no further action taken on 
this screen. 


Employee ID 


Vendor assigned identification. This can be a name, number or combinatk>n. it 
should be some easly recognizable way to identify a specific employee - the 
employee's initials, a nickname, or given name is a good choice. This Employee 
ID will be used in reptorts. the work order and the allocation of resources. 


INOTE: This infonmfitibn cannot be changed once it has been entered^ 


Employee Number 


This is the Vendor assigned employee nunr^. 


First Name 


First name of the empk)yee.. 


Last Name 


l_astnan[)e of the emt^oyee 


Rate 


Pay ralefor the empt:^ O^ojfV ^1 


Hours Available Per 
Day 


How niany hours per ^ the erTpioyeessi^3iafc&^ (Normafly 8. but 
pat-time emptoyees lAl be less.) 


E-Mail 


e-maa address 0* re Wk:yee. 



Work With Employee Table: 
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rcfie: 


1 ne Me aispiays the X^dor's name, followed by the standard text "Work Order . 
^f^T^^^ Si^tem*; The Vendor's name is set withm the Vendor's site, in the 
Work with Corporate iafomiation screen. 


Session Name: 


ine5>e$sionNan>edi^ays the usemame of the logged In user TTifeis " ' 
displayed on alt screerls. 


Save " 


pe Save button submits the modified employee infonnation to be entered into 
the database. 


Cancel 


f ne c;ance» button returns the Vendor to the Employee Screen without 
submitting the Infonnation to the database, and with no further action taken on 
this screen. 


Employee ID 


Vendor assigned identification. This Is a name, number or combination. It 
should be some easil>^ recognizable way to klentify a specific employee a 
nickname, or given name ts a good choice. 

This information cannot be changed once it has been entered, it cannot 
be changed on this Screen. 


Enipk)yee Number 


This is the Vendor assigned employee number. 


First Name 
Last Name 


Hirst name of the empfoyee.. '~ 

Last name of the employee 


Rate. 


Pay rate for the emptayee (houffy rate). 


Hours Av^able Per 
Day 


How many hours per clay tt>e employee is avaaabJe for work, (^k^ " 
part-time en\pk}yees v« be ) 


E-MaH 


E-rnai address of the 
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Wolk With Employee Logons: 
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TOe: 


The titie displays the Voder's name, followed by the standard text *Wofk Order 
Management Systemi The Vendor's name is set within the Vendor's site, in the 
Work with Corporate Irjfomiation saeen. 


Session Name: 


The Session Name dij^jiays the usemame of the togged k\ user. This is 
displayed on all screeris. 


Add New Employee 
Login 


This iink takes the Veador to frie Add New Employee Saeen, 


Return to Main 
Menu 


This link returns the V<3ndor to the Main Menu with no further activity on this 
screen 


Active 


A V indicates tftat the employee is active. ar>d has permission to logon to the 
system 


Login ID 


This is the employee'n lo^pn It is assigned by t>e Vendor. 


Full Name 


This is the Emptoyee's full name 



Title: 



Session Name: 



Save 



Cancel 



W^Lh Cofporato informa l" screen. 

displayed on all screens. 



aeates the employee logon. m^T^TTfi^iSSr 

vS^dSrt^EmpioyeeSaiivwii no further 



'the Cancel button telurns the 
action on this screen. 




} NOTE: A check in the box to the right of each pefmisstwg^ j 



Account Active 


The account Is active and the employee can tog on. 


Allow Thfe User To 
ViewE-WOMS 
Invoice History 


AHows the user to sedthet E-WOMS invoice history. 


Allow This User To 
Work With 
Customer Login 
Accounts 


Allows the user to see» create and modify Customer account logons. 


Allow This User To 
Work With 
Emptoyee Login 
Accounts 


Allows the user to see; create and modify Employee account logons. 


Allow This (JserTo 
WorkWrth 
Corporate 
Information Tattle 


Allows the user to see. aeate and modify the Corporate Informatkm Tal>le. 


Allow This User To 
Work With 
Equipment PM 
Tables 


Allows the user to see^/create and modify information in the Equipment PM 
Tables. 


AIIaia/ Thi^ User To 
Access Customer 
Payments 


Allows the user to viev\* the Customer Payment Screen. 


Allow This User 
Orders 


Allows this user to viev/ work orders in the system. 


AIIauu Thift t J^r To 
View Work Order 
History 


AJlows the user to view the work order history. 


Allow This User To 
Work With Work 
Order Parts and 
t-dbor 


This pemnission dlows; the user to modify the work order to add record of the 
time and materials on ysed for the work order. 


AilQwThis User To 
Modify Work Orders 


Allows the user to moc^ work order information in the system. 


Allow This User To 
Cancel Work 
Orders 


Allows the user to cancel work orders that have submitted. 


Allow This User To 
Create Work 
Orders 


Allows the user to create woric orders on behalf of a Customer. 


Show This User 
Payment Due Work 
Orders 


Allows the user to view the Payment Due infomnation. 
NOTE: If the vcndonis going to use Ms option with a Customer, it should 
be set during the us^r setup. Adding this option at a iat^ date may result 
In Indicating that ALt. work orders are past due. 

In addition, for this feature to work, ttie Vendor must record payment 
against the work o«fiws on the "Customer Payments Payment Detail 
Semen"* Unless tWi Is done, there Is no traddng of payments and the 
system will regard wixk onlers okler than the tMng period as overdue. 



Work With Employee Logons: 
Mo<^ Employee Screen 
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Title: 


The title displays the Vendor's name, followed by the standard text "Work Order 
Management Systems The Vendor's name is set within the Vendor's site, in the 
Work with Corporate Information screen. 


Session Name: 


The Session Name displays the usemame of the logged in user. This is 
displayed on all saeetis. 


Save 


The Save button stibmlts the modified employee information to the system, and 
aeates the employee logon. 


Oeiete 


The Delete button tjeletes the employee logon from the system, and revokes the 
employee's access 


Cancel 


The Cancel button returns the Vendor to the Employee Screen, with no further 
action on this scre^^n. 


User ID 


Vendor assigned user ID. 


First Name . 


Employee's first name. 


Last Name 


Employee's last name 



Anxxint Active 


T?ie account is active ^ the employee can k)9 on. 


AKcwt This User To 
Vfew^-WOMS 
Invoice History 


Allows ttie user to see the E-WOMS invofce history. 


A«ow This User To 
Work With 
Customer Login 
Accounts 


Allows the user to sen; create and modify Customer account togons. 


Allow This User To 
WorkWrth 
Employee Login 
Accounts 


Allows the user to see, create and modify Employee account togons. 


Allow This User To 
Work With 
Corporate 
Information Table 


Allows the user to see, aeate and modify the Coiporate information Table. 


Allow This User To 
WorkWrth 
Equ^KTient PM 
Tables 


Allows the user to see, aeate and modify information in the Equipment PM 
Tables. 


Allow This User To 
Access Customer 
Payments 


Allows the user to view the Customer Payment Screen. 


Allow This User 
AccesstoWork 
Orders 


Allows this user to view woric orders in the system. 


Allow This User To 
View Work Order 
History 


Allows the user to view the work order history. 


Alkw This User To 
Work With Work 
Order Parts and 
Labor 


This pemuss ton allows the user to nrad ify the wortc order to add record of the 
time and materials on used for the work order. 


Allow This User To 
Modify Work Orders 


Allows the user to modify woric order information in the system. 


Allow This User To 
Cancel Work 
Orders 


Allows the user to cancel wori< orders tiiat have submitted. 


Allow This User To 
Create Work 
Orders 


Allows the user to create work orders on behalf of a Customer. 


Show Wis User 
Payment Due Work 
Orders 


Allows the user to view the raymeni uue iniormauon. 

NOTE: If the Vendor is going to use this option with a Customer, It should 
be set during the u$tir setup. Adding this optton at a later date may result 
in indicating that Ati, work orders are past due. 

In addition, for this ^Fifature to work, the Vendor must record payment 
against ttie work orders on the ''Customer Payments Payment Detail 
Scra6h^ Unless thrisi is done, there Is no tracking of payments and the 
system wilt regard vvortc orders okier thmi the billing period as overdue. 
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liVorkwHh Custom&r Logon: 




Fig. 41 



Title: 


the titie dlsplays'tf ie Vendor-s name, toiiowed by the ^tanaara i^o^^^^ 
lE^^S W TheVendor'snameissetwithintheVendor'ssite.tnthe 

Work wtth Cotporate Information screen. 


Session Name: 


TlwSessforiNatm displays the usernameot me wggeo in user. TTusis 
displayed on ail screens. 

This Hnk allows the Vendor to add a new v.HJstomer. 


AcWNew customer 

Retum to Main 
Menu 


This link doses this page and returns the Vendor to me Man Menu. 


Company # 


The Comoanv NutTiber is assigned by wombat, inc . when flie vendor 
JiSew Somer. It is'used to uniquely identify the Customer company 
m the tfCMBAT, inc. database - it is not seen by the Customer. 


Company 


-The customer Co^npany name is assigned by the ^^"^•J^X'L'^l^"''''' 
up the customer Account Tliis is the name seen at the top of the Customer 
screens when they are logged in. 


Phone 


ThisistheCustomerphonenumber.enteredljytheVerKtorwhailheyse^ 1 
ie Customer account it is provides the Vendor a contact number «i case of 
questions about a woik order. 


Fax 


Thistethe Customer fax number, entered by the vendor when they set up tne 
Customer account 


Wortc with Accounts 


lK5il*s tab thie Vteixkir to Customer Account screens, whwe Viey^ 
reJtow or rtwdify account Infbrmafionte h*^ 

Customer. 



Fv.2> -42. 



Work with Customer Logon: 




Title: 


The title displays tie Vendor's name, followed by the standard text '^Wor1c Order 
Management Systenm"; The Vendor's name is set within the Vendor's site, in the 
Work wtth Corporate (ttfomnation screen, — - 


Sessbn Name: 


The Session Name di^ays the usemame of the Jogged m user. This is 
displayed on all scr^ieris. 


Company Number: 


Since this is a new cusftomer, the Customer number has not yet l>een assigned, 
and ^ows "NEW", Once the Vendor presses the Submit button, a mrrbet will 
be assigned. 


Submit 


Submits the Customer information to the system to l>e entered as a Customer 
for the Vendor 


Cancel 


Cancels the New Customer fomi and returns the Vendor to the previous screen 
without creating a new custon^er entry for the Vendor 


Company Name 


This is the n^ne of the Vendor's Customer. This name appears on Customer 
Work Order site saeens ki the Applicatjon Tide when they are entering a work 
order. 


First name 


First nan^ of the Customer contact 
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Work with Customer Logon: 
Modify Company Information Scneen 




E-WOMS Work Order Management System 




State 
Z>P 

FttcHumber 



r 



0 Required Fictdt 
Cwtftttt £&di Futd «nd Aren Sdnait to Cn«U Ymr AcMwt 




)-iG . 4 5" 



Trtte: 


The title displays the Vkindor's name, followed by the standard text 'Work Order 
Management System". The Vendor's name is set within the Vendor's site, in the 
Work with Corporate Information screen. 


Session Name: 


The Session Name disiplays the usemame of the logged in user. This is 
displayed on all screeds. 


Company Number: 


Since this is a existing jcustomer. the Customer number shows the number 
assigned to this Custodier by the wchbat, inc. system. 


Submit 


Submits the Customer' information to the system to be entered as a Customer 
for the Vendor 


Delete 


Deletes the Customer from the Vendor's Customer database. 

Note: A Customer cai^ not be deleted if there are any work orders recorded for 
that customer. The Customer can be made inactive, but the Customer records 
will remain in the systepri for historical reasons. 


Cancel 


Cancels the Modify customer form and returns the Vendor to the previous 
screen without changing the customer entry for the Vendor. 




Company Name 


This is the name of th^ Vendor's Customer. Tliis name appears on Customer 
Work Order site scre^ in the Application Title when they are enterff>g a work 
order. 


First nan>e 


First name of the Cusljomer contact 


Last Name 


Last name of the Cus^Tier contact 


Address 


Street Address for thejCustomer contact. 


City 


City of the Customer (|cxntact. 


State 


State of the Customerioonlact 


ZIP 


Zip code for tfie Custc^r Contact, 


Phone Number 


Telephone number for the Customer contact. 


Fax Number 


Fax number for the Customer (x>ntact. 


E-Mail Address 


E-Mail address for the C^ustomer contact. 


Payment Terms 


Vendor can enter the paymer^ temis for the Customer. This is an optional field. 
If used, the Vendor n\ay want lo btrtd h a 3-5 day mailing delay. Thus, for 
payment temrts of net 30, with a 3 day maiing delay, the value entered should 
be 33. 



Last Name 



LastnarneoftheCudomeroont^ 



Street Address for theiCustomer contact. 



CHy 



City of the Customer Qontact 



State 



State of the Custocmricontact. 



Zip code for the Cusiomer Contact 



ZIP 



Phone NunniDer 



Telephone numt)er for; the Customer contact. 



Fax mcnber for tf^e Cusk>i7ier contact. 



Fax Numt>er 



E-Mati Address 



E-Malli address for tfie;Customer contact. 



Payment Terms 



Vendor can enter the payment terms for tt>eCustonf>er. This is an optional field. 
If used, the Vendor may want to build in a 3*5 day mailing delay. Thus, for 
payment terms of n^it 50, with a 3 day mailing delay, the value entered should 



Work with Customer Logon: 
Work with Accounts Screen 




i 



Trtle: 


The tjtie displays the Vendor' s nan>e , foHowed by the standard text *Work Order 
Management System* . The Vendor's name is set within the Vendor's site, in the 
Work with Corporate hfonr^tion saeen. 


Session Name: 


The Session Name displays the usemanr^e of ttie logged in user. This is 
displayed on alt screens. 


Account Menu 


This link refreshes thies page. This is usefel if a change has been made or a new 
user added, and the page has not updated automaticafiy. 


WortiWith 
ConnpanyMenu 


Takes the Vendor back to the Customer Setectk)n Screen (previous saeen) 
without any further action being taken on this screen. 


Main Menu 


This (ink fakes the Vet^ back to the Main Menu Screen without any further 
action being taken on this screen. 


Customer 


Displays the Custonner number for this Customer. 


Login Statistics 


Displays a list of usenii vwth their test login date and time. 


Submit Changes 


The Submit Changes fcutton subnrwts the data on the screen to the database - it 
is used to sut>mit charjges about the active/inactive status for each of the users 
(see Active Checkbox jbetow). 


Active Checkbox 


Selects whether the user account is active or inactive. A check in the box 
indicates that the acaxjnt is ac^ve. This is used to temporarily render an 
account inactive ~ to (delete an account the Vendor should use the Modify 
Account Access Serein (below) to delete the user accounL 


(aickforLog) 
User Numbers 


Eachuserfeas^edianuniberbylheiraMaAr, J«c, system, akrfdng on the 
user nunvber v\il display a histofy of togins for tt\at user. 


(Click to Modify 
Account Access) 
E-Mail 


Clfcking on the E-nrtait jaddness win being up the user profile screen, where the 
user profite and access priviteQes can be modified, or the user deleted from the 
Customer account 


Last Name 


This displays the last tiame of the user. 


Create New User 
Account 


This opens the Creat^i a New User saeen . 
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Worilr whh Customer Logon: 




Title: 


The title displays the Vendor'sjname, followed by the standard text 'Wodc Order 
Management Systeor; The Vendor's name is set within the Vendor's site, in the 
Work with Corporate Information scre^. 


Session Name: 


The Session Name displays the usemame of the logged rt user This is 
displayed on all scf&^ns. 


Return to Previous 
Page 


Returns the Vendor to the Work with Accounts screen (previous screen). 



Woric with Customer Logon: 
user Log Screen 




llflfi/^ 05:36 PM 
imaWJOO 258:26 PM 
I ma/aw 9.20:4* AM 
lVI7ft0004n38PM 

I vnr^ 4 13 WPM 
n;*i/3000 4n57PU 





Mtoi* w/tfi Customer Logon: 
Modify User Screen 




£.M«ilA<ldre» 
F«stH*me' 

Acc«utilt Active 
JUtowAccewtoHtitoiy 
C« C»nc«t W«k Of 
SbotfUtePiTmeflts 



Q |d»Jt d wrgftt>coay co m 



D 
P. 

D 




Title: 

1 


n\e title displays the vitandors nanie. followed l)y the standard text "Work Order 
^4anagement System"^, The Vendor's name is set wimin the Vendor's sHe. in the 
i/Voric witti CocpocBte Information screen. 


Session Name: 


The Sesswn Name displays the useman>e of the togged in user. Thisis 
displayed on atl screerfe. 


Return to Previous 
Page 


Returns the Vendor to the Work with Accounts screen (prevKXis saeen). 




Tide: 


The title displays the Vendor's name, followed by the standard text vvotk uiuer 
MsiniinAmAnt Svstem" The Vendor's name is Set Within the Vendor's Site. tf> the 
Work with Corporate Informatkxi screen. 


Session Name: 


The Session Name dist>lays the usemame of the togged in user . This is 
rtkniaved on atl screerui. 


Save 


The Save button saves the modified account information to tt^e Vendor's 
Customer database 


Cancel 


The Cancel button cancel s the transactton and returns the Vendor to the 
Customer Selection Screen with no further actton taken on tiiis saeen. 


Delete 


"the Delete button allovifs the Vendor to delete a Customer user account. 


E-Wail Address 


E-Mail address of the user. 


First Name 


First name of the user. 


1 AstNarr>e 


Last name of the user. 


Phone Number 


Telephone number of tiiser. 


FaxNumt)er 


Fax number of the usa . 


Account Active 


A wiecK marK m ine ixjx motcaieo mai uus usw is acuve. 


AKow Access to 
Histoiy 


A dieck mark in tiiis b6x indicates tf)dt ti>e user is alk>wed access to his 
work orders (any woricorder witti a status of Xtosed" a Xancd^ 


Can Cancel Work 
Orders 


A check in ttiis box indcates that ttw user is authorized to cancel wo^ If 
this box is not checked, tiie user will not see a Cancel button on tfie work order 
review pages. 


Showt-ate 
Payments 


A check in this box indicates that the user is will see the Late Payments 
indtoated on tiie screetj. If tfiis twx is not checked, the user will not see any 
indication of past due information. 

NOTE: If the Vendor Js going to use this option with this Customer, it 
should be set during Uie user setup. Adding this option at a later date 
may result in indicat^ig that ALL work orders are past due. 

In addition, for this feature to work, the Vendor must record payment 
against the work ord^irs on the ^'Customer Payments Payment Detail 
Screen". Unless tiiis is done, there is no tracking of payments and the 
system will regard wcrk orders <^er than the billing period as overdue. 


NewPassworcf 


Altows the Vendor to s£^ a us<5f passnsfCfd. 


NewPasswota 
Confirm 


Vendor must re-enter f ve pasjjword to oonirm spelling ri order to set the 
password. 
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Work with Customer Logon: 
Create User Screen 




F«tN*c»t. 
LutHMM 

Atc^uat Acttre 
Alow A£cctt to Biftocy 

SbowLattPayxbeott 





: | ^By Off gyftem 



R-WOMS Woi lr Ord^ r Management gystem 



Wark With CwT>Br«t« Infematioft 
Wa^k With Enuile v«« LatftM 






The titte displays the Vendor's name, followed by the standard text "Work Order 
Management System*^ lUe Ver\(kx*s name is set M#)tn the Vendor's site, h the 
Work with Corporate Mformation screen. 


Session Name: 


The Session Name dlsifrfays the usemame of the logged m user. This is 
displayed on all screerts. 


Save 


The Save button saves the new user account to the yendor's Customer 
database 


Csncet 


The Cancel button cancels the transaction and returns the Vendor to the 
Customer Selection Screen with no lurther action taken on this screen. 


E<^ai1 Address 


E-Mati address of the tjew user. 


First Name 


First name of the new/ user. 


Last Name 


L^st name of the nevf iiser. 


Phone Number 


Telephone number of new user. 


FaxNufDber 


Fax numfc)er of the neW user. 


Account Active 


A dieck mark in the box indicated that this user is active. 


History 


A rhA/^ fYVArk in Hiic tV\v inrti/^fOQ that t km* i< all au/otI arv^Ace in hidnrin^t 

work orders (any worl^order with a status of Xlosed* or ^Canceled" 


Can Cancel Work 
Orders 


A d^ec^ in this box indicates that the user is authorized to carK»l work ad^ If 
this box is not checkcxi, the user will not see a Cancel button on the work order 
review pages. 


Show Late 
Payments 


A ched( in this box indjcates that the user is will see the Late Payments 
indicated on the scree^. If this box is not checked, ttie user will not see any 
indicatkMi of past due ihfbmnation. 

NOTE: ff the Vendorjis going to use this option wiUi this Customer, it 
should be set during!^ user setup. Adding this option at a later date 
may result In fndCcatlhg that ALL work orders are past due. 

In addition, for this feature to work, the Vendor must record payment 
against ttie work orders on the "Customer Payments Payment Detail 
Screen". Unless thlsj Is done, there is no tracking of payments and the 
system will regard work orders older than the billing period as overdue. 


New Password 


Allows the Vendor to change a user password. 


New Password 
ConHrw 


Vendor must renter tie password to confirm spelling in order to change tlie 
password. 




s 



Trtte: 


The title displays the \4ndor's name, followed by the standard text •Work Order 
Management Systwrf The Vendor's name is set within the Vendor" s site » m the 
Work with Corporal tr|fooirtation screen. 


Session Narro: 


The Session Nam^ dis|piays the usemame of the togged in user. This is 
displayed on all saeeris. 


Add New 
Equipment 


This link takes the Ver^or to the new equipment entry saeen. 


Return to Main 
Menu. 


Returns the Venda' to the Main Menu» with no fur^r action taken on this 
screen. 


Equipment Name 


This is the name of th^ equipment listed ri the pull-down menu, and is provided 
by the Vendor when tNe equipn>enl is entered into the database. 


Show 


This column indk:ales Whether or not the equipment shows up in me equipment 
1 dropdown menu on ttie work order entry screen. 


Description 


" "This is a deso^n of the equipmwt. This is entered by the Vendor when the 
equipment is entered into the database. 


WorkWrth 
Equipment PM 


" This column akw^i the V^^ndor to schedule preventive mantenance for the 
equipment feted th^ &ne 



Work With Equipment/Equipment PM: 






The titte displays the Vendor's name, followed by me standard text "WorK ura^ 
Management System", The Vendor's name is set within the Vendor's site, m the 
Work vwth Corporate Information screen. 


Sesskxi Name: 


The Sesston Name displays the usemame of the k)gged in user . This is 
displayed on alt screefts. 


Save 


The Save button submits the data to the kombat, inc. system for entry mto 
the Vendor equipment list. 


Cancel 


Returns tt)e Vendor to the Main Menu with no further action on the screen 


Ref.No. 


Since this is a new Hem. no reference number © shown, and the word TMt:v\r 
appears. NWhen this item of equipment is submitted to the database a reference 
number wi« be assigned to uniquely identity mis equipment in the database. 


UnitNufT>ber 


Partofthedescnptive infomiation - this entry is dependent on the equipment. 


Make 


■ Part of the descriptive intomiation - usuaSy the manufacturer, but this entry is 
dependent on the eq^J^pmefll 


Model 


" ' PartofthedescrptM^ntornt^on -rxxmdry t>e model name or nun^r . but 
this entry is deperKteJH on tfie ec^J^^Tient 



Work With Equipment/Equipment PM: 
Modify Equipment Scrsen 




Serisd 


Part of the descriptive infofmation - normally the unit serial number if one exists, 
twt this entry is deperjdent on the equipment. 


Description 


Part of the descriptive information - this entry ts dependent on the equipment 
This is Vendor provided to describe the equipment. 


Budget Center 


The budget identification of the organization that has the equipment, if part of a 
larger organization 


Show in Customer 
List 


If a ched^ appears in this box, the equipment m\\ appear for selection in the 
equipment drc^Hlcwn menu on the wor1< order entry screen, and the Customer 
will be able to subnrvt a work order on the sefected item 


Enlaa Reports To 


The E-fnail add ress ^ person who vrtB normally receive any eni^ail woric 
orders generated t>y ilXistomers, or preventive maintenance notices generated 
by the system. 



TOe: 


The title displays the Vi^ndor's name, followed by the standStttJ text "Work Order 

Manademont SN/stem"* The V{indQr'& name is wHhin ih<a \/fwint*< qKa in fhA 

Wofic with Corporate Infcwmation saeen. 


<>Acstnn Name* 


The Se^ion Name disnlav^ Ihf^ Lt5«emarTv^ thp InnnAd in ii<iAr ThtA hi. 

displayed on all screens. 


S3V0 


IIK; OdVC UUUUII oUUIIIlio Ult; ilKAititCu UCfiCf lU till? n\MVMiA / oyolClll lUl 

entry into the Vendor equipment list 


Cancel 


Returns the Vendor to the Main Menu with no further action on ^e screen 


Ref. No, 


Since this is a already entered item, the unkiue reference nunto is sfiown. 
When this item of equipment was initialty submitted to the database, a reference 
number was assigned to uniquely kientify this equ^ntent in the database. 


Unit Number 


Part of the descriptive fnfonmtton - this entry is dependent on the equipment 


Make 


Part of the descriptive Infomriation - usually the manufacturer, but this entry is 
dependent on the equipment. 


Model 


Part of the descriptive infomnatfon - noninilly the nKXld name or nun^ber^^J^ . 
this entry is dependent on the equipment 


Serial 


Part of the descriptive lnfonmatk)n -nontially the unit serial number if one exists, 
but this entry is dependent on the equipment 


Oesoiptfon 


Part of the descriptive Jnfomr)atk)n - this entry is dependent on ti>e equipment. 
This is Vendor provkied to describe the equipment 


Budget Center 


The budget identifk:ati^xi of the organizatkx) that has the equptvent if part of a 
lafi9eror9antzatk}n 


Show in Customer 
Ust 


tf a check appears in ttiis box. the equipment will appear ^ seiectk)n in the 
equpnent drop<lown menu on the work order entry saeen, and the Customer 
will be abie to submit a work order on the selected item 


Email Reports To 


The E-mail address of the person, who will nonnafly receive any e-mail work 
orders generated by Customers, or preventive maintenance nottees generated 
by the system. 



Work Vm Equipment/Equipment PM: 




Title: 


The title displays the Vendor's name, foltowed by the standard text -Work Order 
Management Systenf, The Vendor's name is set within the Vendoi's site. In the 
Work with Corporate Ittfbmnatkjn screen. 


Session Name: 


The Sesskyn Name displays the usemame of the togged in user. This is 
displayed on all screens. 


Add New PM 


This allows the vendor to enter a new scheduled Preventive Maintenance order 
to the item of equipment. 


Return to 
Equipment Menu 


This link will take the Vendor badK to the Equipment Screen with no further 
actton taken on this sareen. 


PM Sdiedule 


This column indicates the frequency of the scheduled PM request for the item of 
equipment Clicking on an entry in this column will take tfie Vendor to a screen 
that will allow them to tnodify the scheduled PM request order. 


Cyde/UstKun 


"•This indicates when ths last the last PM request oroer was submitted. 
Cvde tdls the system how many perkxis elapse l)etween PM requests orders. 
If tt^ cyde tirne is 1 , ax3 this is a monthly PM work order, the order will l>e 
generated every montix if the cyde time is 2. the work order wai be generated 
every 2 months. 


Description 


' IhfeteatSddSapcFTrfS 
servtee. This Is what cppears in (he PM request order. 



Work With ^uipment/EqulpmentPM: 




Pie. <o(p 



Trtie: 


The title displays tt\e Vendor's nanie. foltowed by the standard text "Work Order 
Management Systerrf . The Vendor's name is set within the Vendor's site, in the 
Work with Corporate Information screen. 


Session Name: 


The Sesskxi Name displays the usemame of the togged in user. This is 
displayed on an screens. - 


Save 


This button submits the new scheduled PM request order to the system for 
processing. 


Cancel 


This button cancels th^ PM request order without submitting it to the database, 
and retLwns the Vendcf to the Equipment PM Schedule Screen, with no further 
action tak^ on this saeen. 


CydeTime 


Cyde tdls the system how nrrany penods elapse between PM requests orders. 
If the cyde time is 1 . aid tiiis is a monthly PM work order, the order will be 
generated every month. If the cyde time is 2. the work order will be generated 
every 2 months. 


CydeType 


This is when the request order should be generated. Cations are datly. weekly, 
monthly, and yearly. 


1 Date Last Run 


This indteates when tt\e request order was last generated. If the reports are to 
-Gtart at a luturo dato, tho Vendor can ontor a tiituro dato in this field, and tho first > 




start at a future date, tie Vendor can enter a future date ki this field, and the first 
period after that date, the PM request order will be generated. 


Task 


" This is the body of the PM request order thai *ssert to the person fe^x)ns 
for receiving PM request orders, ttisadescr^tfonoftheworkthatistobedone. 


EmaaPMTo 


iBquest ofdere for thfc; piece of equipment 


Yest&Mak 


■ -nils button sencfe a iastPMe^T^n^essage to the person Ssled in ^ 
PMTcrfiekl 



I Work With Bjulpment/Equlpment PM: 
Moffffy Equipment PM Schedule Serpen 



E-WOMS Work Order ManagemetitSvitein 
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Title: 


T?ie title displays the Vendor's name, followed by the standard text *Work Order 
Management Systenrf . The Vendor's name is set within the Vendors site, in the 
Work with-Corporate Infonmatkxi screen. 


Session Name: 


The Sesskxi Name dfsf^ys the usemame of the togged in user. Thisis 
displayed on all screem. 


Save 


l)utton submits trie modified PM request order to the syst^ 


Delete 


This button deletes the scheduled PM request order from the database. 


Cancel 


This button cancels ttie PM request order vwthout submitting K to the database, 
and returns the Vendtx to the Equipment PM Schedule Saeen. with no further 
actton taken on this screen. 


Cyde Time 


Cyde tells the system how many periods elapse between PM requests orders, 
if the cyde time is 1 , and this is a monthly PM work order, the order will be 
generated every nfK)nlh. If tt^ cyde time is 2, the work order will be generated 
every 2 months. 


Cycle Type 


"mis is when the request order should be generated. Options are daily, weekly, 
monthly, and yearly. 




Date Last Run 


This indk:ates when ^Jie request order was last generated. If the reports are to 
start at a future date, the Vendor can enter a future date wi this field, and the first 
pedod after that date. tt>e PM request order will be generated. 


Task 


TWs is the body of the PM request order that IS sentto the person responsible 
for rec^vlngRVIreqiiest orders. Itisadescr^Jtfonoftheworlcthatistobedone. 


Ema8R^To 


The e^nal address tf« person wtw rxjfmdiy receives rw^^ 
requ^ Ofders lor this piece of equipment 


Test E-Mail 


This button sends a lest PMe-niairTiessaee to the person listed h the " 
PMTcTfiekJ. 



P'lG. <^.3 




Customer Payments: 
Customer Payment Screen 




E^WOMS Work Order Management Syitem 

SqittooNifse tdteia 



dkk Oh MaUMl BtaiMT 4i SmI «*llbntM Sul 



DescziptMn 

H««dC*bl«Piilt«<lfta«nC«iyut«Ra«nb>VPOmc« IXRua. 
Run t«bh &«« POP to Ofic« 30 / ConUrt Kra 3upp <t I^Jl«a 
Otorgc Tm« Ugc«l«F«dia(. 

H*<r Ea^7«4. S«n lau>. H««4 Itf ButUM BUck 74)0 Stt Uut 



a«i««d Data Hotes 

Cl«««< mona PmtDue 11/11/2000 

Oond imm PmtDue 10/31/2000 

Oput 




Trtfe: 


TTie title displays the Vendor's name» fotkxved t>y the standard text 'Work Order 
Management System**. The Vendor's name is set withtf> the Vendor's site, tn the 
Work with Corporate Infonmation screen. 


Session Narne: 


The Session Name displays the usemame of the logged in user. This is 
displayed on all scn^ens. 


Click to INCLUDE 
Open Work Orders 


To display OPEN work orders as well as closed and canceled work orders, dick 
on this link. When c>pen work orders are displayed, this link will read "Click to 
EXCLUDE Open work Orders'*. 




wofK wraer numoef . v/iiCKing on a worx oraer numoer wui ^^en ine wotk oraer 
for the Vendor to ^e^fiew or modily. For a description of &ie fidds m the work 
orders, please see tie section on Create New Work Order, page 6. 


DescriptkMi 


Short description of tt>e wbrk order - usually the first 40 characters of the work 
order task. 


Status 


Status of work order - Open. Closed or Cancded 


1 Ck>$ed Due 


When the work order was completed. 


Notes 


Entries by the Vendor on the current state of ^ work order, any notes applying 
to the wcJk orders or any other text information. 


Page Information 


This lists how many work orders there are (the plication lists 8 at a tinve), and 
which ones the Vendor is viewing. Using the na\4gatk>n line, the Vendor can 
move back and forth through the list to tocate and review any work order in their 
database. 


Return to Main 
Menu 


This returns the Vendor to tlie Main Menu. 


Submit Advanced 
Search 


This button submits trie search to the applfcation. It starts the search using the 
criteria in the fields bdow. 


Customer 


Tfiis drop<k)wn menu altows ^ Vendor to pkJk which Customer woric orders to 
seardi. 


Show Only Past 
Due 


Clicking this button alternates between showing only Payments Past Due, and 
showing at! payments. When me screen shows only past due payments, the 
button v^li say YES. v/hen all payment history is shown, the Button will say NO. 


Work Order 


" If the woric order nun^r is known, listing it here will bnng up mat wortc order Itne 
on the Work Order Scxeen, 


Text in Description 


If the vendor is looiuni^ a specmc text descnption or term in the work order 
description, the Vendix can fet the word here and the applicaUon will search the 
woric order descriptioji fiekte for any work order that contain those words. 



Customer Payments: 
WotkOfdorDetatts Screen 




Trde: 


Thetitie displays the Vendo(^snan>e. followed by the standard text *^ 
Management SystenrT. The Vendor's name is set withui the Vendor's site, in the 
Work with Corporate Information screen. 


Session Name: 


The Sessk)nNanr>e displays the usen^anw of the togged in user. Thisis 
displayed on all screens. 


W.O. Number: 


This is the Wori( Order Number assigned by the system when the wort< ader 
was opened. 


Date Opened 


This is the date the work order was opened. 


Submitted By: 


This Is the narr^ of the fierson who submitted the work order, or on whose 
fctehatf the work order vms submitted. 


Date Closed 


This is the date the worV: order was dosed. 


Requested Date: 


If there is a requested axrpletion date for the work order, it is shown here. 


Reported 
Equipment 


This pull down list displays aS the equipment that the Vendor has identified as 
available for having a work onjisf creaiBd or subrrutted. Other equipment rr^ay 
t)e present, but if the Vextor hiisnot idefTl^ itasaworkorderitem,awork 
order may not be created or submitted for the equipn>ent 



Rec^jest 


inisis a text descr^tion of the worit order request, it usually descril)es any 
ptuuietits or niormaDon mat wih assist in oompfeting tf>e work order. 7?ie text 
This Work Order w^as Entered by {Vendor Name] at the Request of:" will always 

appear, the Vendor emptoyee shoukJ enter the name of the person who is 
requesting that the tfl/ork order l)e created. 


W.O.Type: 


This is used to bidic^te the type of work order l>eing submitted. The options are 
"Requesr and "Repair, and either "NoonaT or "Emec^ency". 

The second lieW drop dovwi list is used to indicate ttie nature of the wo^ 
The options are "NormaT and "Emerigency. 


User NaiTie: 


This is the name of the oerson neou^tinci the wnrk nrvlAr nr wif h knnu^<arfnA nf 
the problem. 


Phone #: 


This is the phone number of the person requesting the work order, or with 
Icnowledge of the problem. This is included in case additional Informatkxi may 
l>e necessary. 


E-Mait Status to: 


This is the e-mail ad(iress of the person who should receive any change of 
status notifk^ations. This is usually (but not always) the person who would 
normally submit the work order. 


Statiis 


Provkles the status of the work order (Open, Closed, Cancelled) 


Priority 


Provided the prkxHy t>f the wortc order (Low. Medium, High) 


Assigned To 


Indicates to wfiom the work order was as^ned. 


Due Date 


indicates the date the v/ofk order is to be conrpleted. 


P.O. Numljen 


This is the purchase order nuniberfixjm the custorner. Noworkorder 
sufcwnisskxi can occu" without a purchase order. If the Purchase Order is a 
verbal PO, the Custaiier should enter their initial in the P.O. Number field. 


Status DetaKs 


Any notes added by tie Vendor regarding the status or details of the work order 
for the Customer's information. 


Return: 


aicking on the Return button will return the user to the Main Menu without 
submitting the woric order request 


pm 


The Print Button causes the screen to print on the default printer. 


Edit Comments 


This option take the user to a screen where they can record Vendor-only 
comn>ents on the work order 


Payments 


This option takes the user to a screen where payment activity on ttiis work order 
can be recorded. 

NOTE: If payment ac;thrity is not recorded against a work order, and 
Customers or cmj^yees have "Show Past Due Invoices" permissions 
set, any work order okSer than the specified billing period will display as 
overdue. 
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Title: 


The title displays the Voder's name, fdlowed by the standard text "Work Order 
Management System*. The Vendor's name is set vvithin the Vendor's sRe.tn the 
Wori< with Corporate Informafion screen. 


Session Name: 


The Session Name displays the usemame of the togged in user. This is 
displayed on all screens. 


Edit Comments 


Allows the user to entei/edit the comments in the text box. 


Save 


Saves the comments to the wodc order record, and return the user to the 
previous page. 


Cancel 




Returns the user to the previotjs page w#xxi1 saving ^e new or edited 
j comments. 



CustametPa^nents: 




We: 


The me displays the Vendor's name, followed by the standard text *Work Order 
Management Systenrf:, The Vendor's name is set wimin the Vendor's site* in the 
Work with Corporate ^IbmiaSon screen. 


Session Name: 


The Session Name dfeplays the usemame of the logged in user. This is 
displayed on all screeiis. 


Submit 


This button submits the payrnent inftxmation to 


AcJdUne 


This will add a payment line. This is used of more than one payment is noade on 
a work order. 


Cancel 


This returns the user to tt>e previous page. 


Mark Paid in Full 


This mart« a bill "Paid in fulf. If this checkbox is not used, the system will not 
track payments, and ^^yone set to see tate Payments will see all work orders 
older than the payment terms as overdue. 


Line 


Indicates the line numfcer for a listed payment. 


Payment Date 


Indicates when a payment (pmHal or full) was made. 


Ched< Number 


Check number for a payment 


Amount 


Amount of a payment (J)artial or MT) 


Total 


Total amount pakJ on tUs work order. 
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Blank Fom Screen 
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Create New Work Order: 




FT<s. ^ 



Tide: 


The displays the yendor's name . fottoyved by the standard text *VVork Order 
Mfitf^agementSystenrj*, The Vendor's name Is set witt^in the Vendor's site, in the 
Wort< with Corporate Infomfiation screen. 


Session Name: 


The Session Nante dsplays the usemame of the iogged in user. This is 
displayed on sdl screens. 


Customer 


This drop-down menu allows ttie vendor to select which one of their Customers 
is requesting that the^work order be entered. 


Submit Button 


The Submit button stitrts the process of aeating a new work order for the 
selected Customer. 


Return Button 


TTie Return button r^xns r>e Vendor to the Main Menu screen without creating 
a new work order for a CusKxner. 



Title: 


The title displays ttie Vendor's name, followed by tiie standard text *WorK Order 
Management SystemT. The Vendor's name is set vwthin the Vendor's site. k\ (he 
Work with Corporate information screen. 


Session Name: 


The Session Name displays the usemame of the logged in user. This is 
displayed on all screehs. 


Custon^r 


This displays the Customer r>ame selected m the previous screen. This is the 
Customer on w4iose behalf the wodc order is t>eing submitted. 


Reported 
Equipment 


This pul down list dis|>(ays a^I the equipment that the Vendor has identi^ed as 
available for having aiwork order created or sutimttted. Other equipment may 
be present but if the Vendor has not identified it as a work order item, a work 
order may not be creiited or submitted for the equipment. 


Request: 


problems or infomnati^jn that wMl assist in completing work order. The text 
"This Wori< Order was Entered by (Vendor Name] at the Request of:'' will always 
appear, the Vendor einployee shouW enter tile name of the person w^ 
requesting that the werk order be aealed. 


P.O. Number: 


This is the purctiase<^rdernunnber from the customer. Nowork order 
submission can occU without a pujdiase order. If the Purchase Order is a 
verbal PO, the Custo*iner should enter their initial in the P.O. Number field. 


Requested 
CompMion Date: 


tf there is a requested, completion date for the work oider. it is entered here. 

f 


W.O.Type: 


This drop down Hst is Msed to indicate the type of wodc order being submitted. 
The oplfons are **Reqiiesr and "Repair^. 

The second fiekl drop down list is used to indicate the nature of the work order. 

1 1 It? v^um i9 dt o iN^titcii diivi bHtciy^iiwy • 


Your Name: 


This is the name of th<j person requesting the work order, or with knowledge of 
the problem. 


Your Phone 
Humhet: 


This is the phone nurtber of the persorl requesting the work order, or with 
knowledge of the prol^lem. This is included in case additional infomiatton may 
be necessary. 


E-Mail Status to: 


This is the e-mail address of the person who should receive any change of 
status notifications. T^iis is usually (but not always) the person who would 
normally submit the wt^rk order. 


Submit: 


ClicJdng on the Submit tMitton once the fonn is completed vM complete the work 
order submisskxi. 


Return: 


Clteking on the Retui6 button retjm the user to the Maki Menu 
submitting the work otder request 
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Competed Form Screen 
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Advanced Sa 





Trtie: 


The tHIe displays the Vendor's name, fotkwed by ti^ 

Management Systemt The Vendor's nan:>e Is set withki the Vendor's site* in the 

Work wHh Corporate Itifbmnation screen. 


Session Name: 


TlieSe$sk)nNan>edi^^play$ the usemanr^ of the iS^fged in Thists 
displayed on att screetts. 


Click to »4CLUDE 

Ck>sedWork 

Orders 


To display CLOSED vi OfK orders as well as open woric ortters. dick on this link. 


WU ff 


Work Order numt>er. dicktf\g on a work order number will open the work order 
tor the Vendor to revieiw or rnodity, Foradescriptkmofthefieldsinthework 
orders, please see th^ sectk)n on Create New Work Order, page 6. 


Description 
Status 


Short description of th^f work order - usually the first 40 characters of the work 
order task. 

Status of work order Open or Closed 


Date Due 


When the wori< order i*i requested or scheduled to be completed. 


Notes 


Entries by the Vendorjon the cunent state of the work order* any notes applying 
to the wori< orders or iaiy other text infomvation. 


Page Infi^ation 


This lists how nwiy wjc*ric orders there are (the applrcatfon lists 8 at a time), and 
whk:h orws the Vendor is viewing. Using the navigatk)n line, flie Vendor can 
move back and for&i through the list to locate and review any work order in their 
database. 


Return to Main 
Menu 


This returns the Vendor to the Main Menu. 


Advanced Search 


This area alk>ws the Vitndor to search the work order database specific 
criteria to find one or more wcik orders. His discussed in more detail on page 
51. 



Access Work Orders: 

Work OixhrScTBen: Opon and Closed Wcrk On/ers 
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AdvancedS 


§rch ^ 



Title: 


The title displays the V 
Management System* 
Work with Corporate 1 


endor's name, fbltowed by ttie standard text *Work Order 
, The Vendor's name is set within the Vendor's site, in the 
ifomnation screen. 


Session Name: 


The Session Name dl 
displayed on all saee^ 


►plays the usemame of the togged in user. This is 

IS. 


Click to EXCLUDE 
Closed Work 
Orders 


To display only OPE^^ work orders, dick on this link. 


WO# 


Work Order numl)er. CHddng on a wori< order number wai open the work order 
for the Vendor to revfleW or rnodify. Foradescr^tionofthefiekisinthework 
orxiers, please see fhi section on Create New Work Order, page 6. 

i 


DescfipUon 


Short descriptk>n of tl»e work order - usually the first 40 characters of the wod< 
order task. 


Status 


Status of work order -j Open or Ctosed 


Date Due 


When the work order ^ requested or scheduled to be completed. 


Notes 


Entries by the Vendor jon the current state of the work order, any notes s^piying 
to the work orders or 4ny other text information. 


Page Information 


This lists how many *wprk orders there are (the applicatton lists 8 at a time), and 
whfch ones the Vendc^ is viewing. Using the navigattonlkie, the Vendor can - 
nwve back and forth tiiirough the list to k)cate and review any work order in their 
dat^se. ' 


Return to Main 
Menu 


This returns the Vend<>r to the Main Menu. 

i 


Advanced Search 


This area allows the Vendor to search the work order database with spedffc 
criteria to find one Of more work orders. It is discussed in more detail on page 
51. 
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Submit Advanced 
Search 


This btifton submits th^ search to the application. It starts the search using the 
criteria b the fields bel V- 


Customer 


This drop-down menu ^iliows the Vendor to pick which Customer woric ordere to 
search. 


Work Order 


If the work order numbb* is known, listing ft here will bring up that woric order line 
on the Wori< Order Safeen, 


Text in Descrption 


If the vendor is {oo)^hg a specific text description or term in the woric order 
description, the Vet>dof can list the word here and the application will search the 
wori< order description Reicte for any wori< order that contain those words, it will 
only search in the records that match the search setting. For example, if only 
Closed Wori< Orda^ are i^etected. it wS only search for the text in dosed wofk 
orders^ and wrifl not kx>k in Open or Cancelled vwjrk orders. 
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he titte displays the Vendor's name, fofloi^ 

/lanagement Systenf/i The Vendors name is set within the Vendor's site, in the 
Vnrk with CoTDorate information screen. 


Session Name: 1 


fhe Session Name displays the usemame of the k>ggedin user. This is 
iifiolaved on alt screen. 


\AI y\ Kli imHAT* 

\ 


Fhis is the Work Ordt^ Numtter assigned by the system when the work order 
vas opened. 


DateOpened 


mis is the date the order was opened. 


Si^OTittedBy: 


This is the name of trie person who sul)milted the work order, or on who^^ 
^ehdlf the work ordei* was submitted . 


Date Ck>sed 


This is the date the v/ork order was dosed. 


Requested Date: 


If there is a requested completion date for the work order, it is shown here. 


Reported 


This puU down list displays all the equipment that the Vendor has identified as 
available for tiaving a work order created or sutxnttted. Other equipment may 
be present, but tf the Vendor has not identified it as a work order rtem. a work 


Request: 


This is a text description of the work order request. It usually describes any 
problems or infbrmati<)n thai will assist in condoling the work order. The text 
This Work Order wa^ Entered by t\/endor Name] at the Request of:" will aiways 
appear; the Vendor ^opioyee should enter the name of the person who is 
requesting that the wcid< order be created. 


W.O.Type: 


This is used to indicat^ the type of work order l>eing submitted. The options are 
"Requesf and "Rep^if^. and either 'Nomiar or "Emergenc/*. 

The second fieW drop jdown fist is used to indicate the nature of the work order. 
The options are "Nomter and "Emergenc/'. 


User Name: 


This is the name of the person requesting the work order, or with knowl^^ 
the problem. 


Phone #: 


This is the phone nfjmi)er of the person requesting the work order, or wim 
knowledge of the pt oblem. This is included in case additional information may 
be necessary. 




This is the e^nail aldr^s of the person who should receive any change of 
status notifications. This is usuaRy (but not always) the person who would 
nomt^ sutsmft the wqrk order. 


Status 


Provkles the status of me work order (Open. Oosed. Cancelled) 




Provided the priority of jthe work order (Low. Medium. High) 


Assigned To 


indicates to whom the Wod< order was assigned. 


Due Date 


Indicates the date *lhe Work order is to be completed. 


P.O. Numt)er: 


"this is the purchase orber number from the customer. No work order 
submission can occur without a purchase order. If the Purchase oraer is a 
verbal PO. the Customer should enter their initial in the P.O. Number field- 


Status Details 


Any notes added by th^ Vendor regarding the status or details of the work order 
for the Customei's infoijmation. 


Return: 


Clicking on the R^m tutton will return ttie user to the Mam Menu without 
submitUng ^ wotk orcier request 


Print 


' The Print Button causey the screen to print on the default printer. 


Work With 
Resources 


This button brings up ailist of avaaaWe resources and allows the Vendor to 
make and mocfify assi^ments. 


Modify 


This button opens; s sc«sen w^Tcn afaM*s 
wortc order. 


"Cancel This Work 
Order 


This button canaj*s the work order. 





Access Work Onlers: 
litoiftwifft Resources Screen 





Trtte: 


The me displays the Vendor's name, fdtowed by me standard text -yvom uro^ 
Management SystemM. The Vendor's name is set within the Vendoi's site, in the 
Work with Corponite Ir^onnation screen. 


Session Nanrie: 


The Session Name dis^iays the username of the togged in user, inists 
displayed on alt screen^. ' 


W.O, Number: 


This is the Wod^ Order plumber assigned by the system vAxen the wortc order 
was opened, \ 


Cancel 


This option returns the liser to the previous page with no further action 


AddUne 


This adds a resource lirie to the screen. 


Submit 


This submits thel-esource schedule to the system to be added to me work order 
record. 


Recalculate 


This recalculates and redisplays the screen with any scheduling notes. 


Line 


Indicates the line number. 


Assigned Date 


Indicates when a resoutee is assigned to the job. 


Hours 


This field is for erUedhg the estimated number of hours the resource wai be 
using on this work order. 


Bnployee User ID 


■ This is where the Employee ID of the assigned resource is entered. 


Notes 


■ Systemnotes. trxJicaes how many hours are avaBable for this resource, ho 
n4y hours haw been scheduled, if a« number of hours «heduled exceed the 
avaRabety . or if the w6rk is scheduled on a weekend. 



Aeoess Wtorfc Orders: 
WoricOfder Resource DefattScrBM. 




nHaaae •dan 




FliC, ICQ 



Access Work Orders: 
Updated WdrkOnierDetaU Screen 
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Title: 


The title displays t^^ Veer's natne* followed by the standard text *Work Order 
Management System", ;The Vendor^s name is set within the Vendor's site, in the 
Work with Corporate Infomnation screen. 


Session Name: 


The Session Name displays the usemame of the logged in user. This is 
displayed on ^ screens, 


W.O. Number. 


This is the WorV; OrtSer jrrbef assigr>ed by the system when the wortc order 
was opened. 


Save 


This t>utton saves ihe modified work order. 



ExilDoolSave 


T?tts button returns the> user to the previous screen without saving any 
modifications 


Date Opened 


iT^is IS the date me wjQrk order was opened. 


Submitted By: 


This is the name of tfTje person who submmed the work order, or on whose 
t>eha}f the work oiderj^vas submitted. 


DateCfosed 


This is the date the w^fk order was closed. 


Requested Date: 


If there is a requested^ complelion date for the work order, it is shown here. 


Reported 
Equ'pnent 


This puli down Rst disf^ays att the equipment that the Vendor has identified as 
available for ha\^ng a woric order created or submitted. Other equipment may 
be present, but if the Render has not identified it as a work order item, a work 
order may not be aesied or submitted for the equipment 


Request: 


This is a text descriptian of the work order request. It usuaKy describes any 
problems or informatidi that will assist m completing the woric order. The text 
This Work Order was jEntered by [Vendor Name] at the Request of." will always 
appear; the Vendor enliployee should enter the narrte of the person wtio is 
requesting that the woi^k order be aeated. 


W.O.Type: 


This is used to indicate the type of work order b^ng submitted. The options are 
Requesr ano Kepatrr^ ana eitner riormar or timergency , 

The seconc neio crop ^lown itst ts usee to wiaicaie uie nature or me wotk oraer. 
The options are t^om^if and "Emergenc/*. 


User Name: 


This is the nanrie of th^person requesting the wori< order, or with 
the problem. : 


Phone #: 


This is the phone numl^er of the person requesting the woric order, or with 
knowledge of the probllHti. This is included in ca^ additional infomrwition may 
t>e necessary. i 


£-Ma9 Status to: 


This is the e-mal address of the person who should receive any change of 
status notificatkHis. Th[sfe usually (but not always) the person vvho would 
normally submit the woHc order. 


Qfafitc 
OlolUo 


Pfovkies the status of Hie woric order (Open, Ck>sed, Cancelled) 


Priority 


ProvkJed the priority of Ihe woric order (Low, Medium, High) 


Assigned To 


Indrcales to whom the woric order was assigned. 


Due Date 


indicates the date the yloric order is to be completed. 


P.O, Number: 


This is the purdiase or^ nwnber from the customs. No woric order 
submissfon C£^ occur vjftthout a purchase order. If the Purchase Order is a 
verbal PO, the Customer should enter Uieir initial in the P.O. Number fieW. 


Status Details 


Any notes added by th^ Vendor regarding the status or details of the woric order 
for the Customer's infoihnation. 


Add Une 


This adds a new line to the lat)or records. 


In House Labor 


If the resource is in-ha^ labfX (usually an emptoyee), enter their employee ID 
here. This wiii trigger a ioc^u?> of the rate per hour if reqwed. 

NOTE: YOU CANNOT HAVIE BOTH IN HOUSE LABOR AND CONTRACT 
LABOR ON THE SAME UNEl 



Contract tabor 


(t me resource is cotllract lalxx- (usually a contractor), enter their Name or other 
IdenHSvkvi infrvmafinii Iiata 

NOTE: YOU CANMbT HAVE BOTH IN HOUS£ ULBOR AND cnKfTRAnT 
LABOR ON THE S^^B UNE, 


Rate Per Hour 


tf this Js for in house l^ibor, delete all pre*filled in inlbnnatton and leave the field 
blank to have the system use the predefined rate for the kientifiede^ If 
an amount is IHted in , |t witl be used instead of the de^ult tabor rate. 

if this Is for contract (slbor, enter the labor rate for the contractor. 

The amount here caiijbe eflher the rate paid to the contractor, or the rate billed 
to the dient The Vef^clor shoukt be consistent vflth the labor rates entered so 
they know what they rieed to put on their invotee when they create them 


Hours 


The number of hours Actually spent on the work order. 


Estimated Cost 


This Is the labor rate fiimes the number of hours. 


Delete Lkie 


A chedc matk here vM delete this line from the screen and from the cateuiations. 


AddLrte 


This adds a new line the parts and materials records. 


Materiats/Parts 


This field is for a desaiption of the parts or materials used on the wod< order. 


Cost 


This is the unit cost fcH^i the part or materials used. 


Quantity 


This is the nun^ of Units for each part or material used on the work (Ktier. 


Extended Cost 


This is the unit costforjparts or materials times the quantity of me parts or 
materials. i 


Delete Line 


A check mark here waijdelete this line from the screen and from the calculatkHis. 


Recalculate 


The will cause the sa^ to recatcutate all costs on the screw, and disi^y t^ 
total cost of the wofk oider. 


Save 


This button saves the modified wcffk order. 


Exit DontSave 


This button returns thB user to the prevbus screen without saving any 
modifteations 
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Run Reports: 




Title: 


The title displays the Vendor's nanw. ficrfiowed by the standard text "Work Order 
Management System", j The Vendor's name is set wi&iln the Vendor's site, in the 
Work with Corporate Infomnatton screen. 


Session Name: 


The Sessk)n Name displays the usemame of the togged 'm user. This Is 
displayed on all screen^. 


Return to Main 
Menu 


Returns the Vendor to the Main Menu with no further activity on this saeen. 


Report Titles 


The four report titles tire Itstejd here. Glide on a report title to generate that 
report 



Run Reports: 






The title displays ttie Vendor's name, followed by the standard text "Work Order 
Management System". ! The Vendor's name is set within the Vendor's site, ki the 
Wod< with Corporate ln|ormation screen. 


Session Name: 


The Session Name displays the usemame of the logged in user. This is 
displayed on all screens. - 


Return to Report 
Menu 


Returns the Vendor to the Report Men with no further activity on this screen. 


From Date 


This is the start date for jthe report. 


To Date 


This is the end date of t^»e report 


Employee ID 


This option may not appjear on every screen. It is intended to allow the Vendor 
to limit the reports deialirlg with employee allocation or work to a report on a 
single, specific empfoyeb. 


Submit 


TT)e SubmK button siarts the report generation process. 



Run Reports: 




Title: 


The title displays the VeSidor's name, (bllowed by the standard text *Work OrxJer 
Management System" iThe Vendor's name is set vwthin the Vendor's site« k\ the 
Work with Corporate Information screen. 


Session Name: 


The Session Name disfilays (he usemame of the logged in user. This is 
displayed on all screens. 


Click to Return to 
Report Selector 


Returns the Vendor to the Report Menu with no further activity on this screen. 


Press Print Button 
on Your Browser 


Pressing the Print Buttxi on your browser will provide you with a hard copy of 
the report. 



Ran Reports: 




. Ill 



ftae: 




Session Harne: 




ClickloRetiOTito 
Report Selector 


Returns the Vendor ro tt^e Report Menu w,lt, no turther achvity on this saeen. 


Press Preit Birtton 
on Your Browser 


Pres^tt^ Pnnt Bi«on on yoor browser W.II provKle you with a 1^ 



Fie. 



RunR^Htrts: 




Title: 


ine title displays the Vendor's name, followed by the standard text "Work Order 
Management Systerrf . The Vendor's nanrve is set within the Vendor's site, « the 
Work CoqxxBte information saeen. 


Session Name: 


The Session Name cflspiays the usemame of the logged in user. This is 
displayed on all saeens. 


Click to Return to 
Report Selector 


Returns the Vendor to the Report Menu with no further activity on this screen. 


Press Print Button 
on Your Browser 


Pressing the Pmt Button on your browser will provkle you with a hard copy of 
the report. 
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Run Reports: 




litte: 

Session Name: 




uick to Return to 




Report Selector 
rress Print Button 




on Your Browser 






Title: 


The title displays the Vendor's name, folkiwed by the standard text **Work Order 
Management Systecrj", The Vendor's name is set within the Vendor's site, in the 
Work with Corporale Jnfomnatk>n saeen. 


Session Name: 


The Session Name c^ispiays the usemame of the togged in user. This Is 
displayed on all sae^ns. 


Unpaid|Paid 


The cotor-coding is uised to indicate if payment has tieen made for an invoice. 


Return to Main 
Menu 


Returns the Vendor to the Main Menu Screen with no further activity on this 
screen. 


Invoice Number 


Invoice numbers fcr all invoices submitted by wcmbat, inc. ♦ to the Vendor. 


Invoice Date 


Date of invoices submitted by wombat, inc , , to the Vendor. 


Due Date 


Date payment is due to wombat, inc . . from the Vendor for the invoice. 


Price Per Work 
Order 


Cost for each work order processed. 


Work Orders 
Processed 


The numtjerofwoi-korders processed by WOMBAT, Inc. 


j Total Due 


Invoice amount due tolKOMBAT, inc. The color code listed above is used to 
Indicate if the invoice payment has been made. 
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View e^oms.com InvoiceJHistory: 




IiivMC«yutaber 103531 



S200 




rae: 


ihe title displays the Vendor's nanf>e, foltowed by the standard text "Work Ofder 
Managenient SystenT. The Vendor's nanne is set within the Vendor's site, In the 
Wortc with Corporate Infonmation screen. 


Press Print on 
Browser to Print 


Pressing the print button on the Browser will provide a hard (printed) copy of the 
electronic ffivoice record. 


Return to {Vendor] 
Invoice Select 


Returns user to the previous page. 


Invoice Number 


invoice number from jfOMHAr, inc. 


Invoice Date 


Date of Invoice. 


Due Date 


Payment due date. 


Price Per Work 
Order 


Agreed upon price per wori< order ($2.00 per wori< order at tfie time of printing.) 


Wori< Order 
Processed {Month. 
YearJ 


The number of ww. orders processed r the stated month and year. 


Total Due 


Total amount due to wchbat, lac by the due date. 



E-Woms Invoice 



BS»£»!* 10/1/2000 



Wti lc Ordtn Prot»f ted 10/^000 
323 



£64600 
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